VMR-VRO CHECKLIST
NEW LOCATIONS

Narrative — New locations can be set up for a variety of reasons:
A new address

Multiple addresses

Additional Banking Information (ACH)

Interfaces, etc.

Guideline Reference — New Locations

Navigation: Vendors>Vendor Setup/Maintenance>Vendor Information

1. SetlD: SHARE

Vendor Information

Enter any informaton you have and click Search. Leave flelds blank for a list of sl values.

Use Saved Searcl: | SHARE w

Setin: =~ SHARE Q
Werwdor ID: beginG wih |

Persistence: = v ~
Short Voot Nama: | begins wiih Q

Our Customes Number: bEGINS wilh Q

Harme [

Clinctude wistory [ Carrectistary - [Icase Sensive

Search Clear | pasic Soach B Save Search Criteria  Detwte Saved Search

Search Results

Onily th first 300 1S UM Can Be BISplayea. ENTEr mOre INOMMANoN abOve 3N SEArCh 30In 10 IBEULE e AUMBEF Of SEarCh rEsu.
s AL Firet [4] 1-400 01300 [ Lag

setn [Short Vendor Name [Our Customer Bumbes|
ISHARE % BeQuar  INACTWVE-S03  HUSINESS HUTTON OIL CO
EMARE %9996 Reguiar  INACTIWE-013 ank) FARMERS UNION OIL-BRECK
|GHARE SPOCHANT Requiar  POCHANT-004  [NACTIVE EOCHANT HETH
EHARE $SERE  Requiar  INACTIVE-U58 (ulan) SERENDIF DESIGNS
[SHARE 0000000001 Parmanant LMCOLN-001 HRME - STATE LINCOLN MATIONAL LIFE
0000000007 Parmaner 1 a0 £ "
|SHARE 0000000003 Permaneni PERSING-001 (lan) PERS GROUP INSURANGE. ND
|SHARE 0000000008 Permanent COLLECTCTR-001 (Biank) COLLECTION CENTER INC
|EHARE 00000000 Permanent PAULREVERE-002 (alank) PAUL REVERE LIFE INSURANCE GROUP, THE

1. Enter your search criteria.
2. Click on the selected vendor.

3. Click on the Location tab.

Surnrmary ldentifying Infarmation

setiD:  SHARE

Vendor; 0000075428  ShortVendor Name: A & A-001 Name: A& AMOTORCOACH INC

Awendor location is a default set of rules which define how you conduct business with a vendor.

i first [ 1 o4 [ Last
—
*Location: REMIT Default

Description: |YAK‘MA-WA BTV Fees

First E 1of 1 E Last

| Yisw A
‘Effective Date: |10/04/2006 [
o

Options: Payables  Procurement  Sales/Use Tax 1099

Expand All Collapse All

* Additional ID Numbers

} Internet Address
* VAT

Expand Al Collapse Al
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4. Click the plus button on the ‘Vendor Location’ this will create a new location.

Summary Identifying Infarmation Contacts Location Custom

Setln:  SHARE

Vendor: 0000075488  ShortVendor Name: & & A-001 Name: A& AMOTORCOASY INC

Avvendor location is a default set of rules which define how vou conduct business with a vendor.

Fing | iz i First [ 1.6 ; 0 Last
*Location: REMIT Default
Description: | TAKIMAYIA BTV Feas

Find | “iew: 2l Firzt E 1 af 1 |E| Last
‘Effective Date: |1204/2006 [
Status:

5. Name the Location (remit, po, main, etc.)
6. The Location description should contain:
a. The city of the address which is attached to the location.
b. If there is more than one address in the same city add the street address

to the description.

7. Open the Payables link.

Summary Identifying Infarmation Contacts Location Custam

Setlp:  SHARE

Vendor: 0000075488 |ShortVendor Name: A g A-001 Name: A& AMOTORCOACH INC

Avendor location is a defjult set of rules which define how you conduct business with a vendar.

Eind | “iew Al First [« 1cf 1 (¥ Lazt

*Location: REMI Default
Description: |YAK| A A BTV Fees
Find | view i First (4 o 1 [ Last
‘Effective Date: |10/00/2006 [
Status: @ZI
v Expand All | Collapse Al

Options: FPavables Procurement  Sales/Use Tax 1094

8. Select the address the appropriate address for the newly created location.

9. Click OKk.
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10. Click on the ‘Procurement’ link.
Expand All | Collapse Al|

Options: Fayables Procurement SalesfUse Tax 1099
11. Select the same address that was selected in the ‘Payables’ link.

12. Click OK.

13. Add a note in the comynents indicating who and why the location was created.
Expand Al | Collapse AII|

Sales/Use Tax 1099

Options: Payahles Procurement

* Add#ional ID Numbers

¥ Internet Address

14. Save.
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